Text book Assi gnnent:

ASSI G\VENT 1

pages 1-1 through 2-13.

“The Navy Yeonman” and “Education and Advancenent,” chapters 1 and 2,

1-1.

1-2.

1-3.

1-4.

Learni ng Objective: Descri be naval
standards (NAVSTGs) and occupa-
tional standards (OCCSTDs) and how
they fit into the naval advancenent
system

Which of the followi ng publications
forns the basis for the

advancenent, training, and
distribution of personnel?

1. Manual of Advancenent

2. Retention Team Manual

3. Manual of Navy Enlisted
Manpower and Personnel 1-6.
Cl assifications and
Qccupational Standards

4, Enlisted Transfer WManual

NAVSTDs are skills other than those
defined by OCCSTDs and are
essential in order for an
individual to function effectively

at a given level of responsibility. 1-7.
1. True
2.  False

OCCSTDs are defined as which of the

foll owi ng standards?

1. Maximum level of skill
to performa task

2. Maxi mum enlisted paygrade
required to perform a task

3. Mnimm level of skill required
to performa task

4, Mninmm enlisted paygrade
required to perform a task

required

OCCSTDs are phrased in the |anguage
of task statenents.

1. True
2. Fal se

1-5.

Ef fective comunication requires
that you have what kind of basic
know edge?

Knowl edge of your own | anguage
Knowl edge of a foreign |anguage
Knowl edge of other ratings
Each of the above

NS .

Learni ng Objective: Describe the
duties and responsibilities of the
adm nistrative assistant and the
ship’s secretary.

Which of the follow ng people would
nost likely be appointed to the job
of administrative assistant?

Admi nistrative officer
Personnel officer

Seni or Per sonnel man
Seni or Yeoman

il NS -

The administrative assistant’s
basic responsibilities may include
which of the follow ng duties?

1. Report on the effectiveness of
admini strative policies,
procedures, and regul ations of
the command

2. Review all correspondence
prepared for the signature of
the executive officer

3. Schedule interviews of visitors
with the executive officer

4. Al of the above



1-8.

1-9.

1-10.

1-11.

Concerning duties, responsi-
bilities, and authority of an

adm nistrative assistant, which of
the following statements is NOT
normal ly correct?

1. Report the effectiveness of
admi nistrative regulations of
the command to the executive
of ficer

2. Maintain the nmast record for
the commanding officer’s
nonj udi ci al puni shnment s

3. Coordinate the assignments of
enlisted personnel

4, Approve administrative
equi prent requisitions wthin
the budget all owances

What individual is responsible for
the coordination and indoctrination
of newy reported personnel?

Training officer
Admi ni strative assistant
Di vision officer
Department head

What is the title of the individual
who controls the admnistration and
accountability of ship's
correspondence?

Fl ag secretary

Ship's secretary

Flag |ieutenant

Assi stant chief of staff for
admi ni stration

Your ship’'s engineer officer
originated a report that was sent
to the type comuander (TYCOM. You
receive a letter fromthe TYCOM
requesting further information
concerning the report. \hen shoul d
you provide a copy of the report
for the respondent?

1. When the reply is routed to the
CO for signature

2. When the engineer officer has
prepared the reply

3. Wen the engineer officer asks
for it

4. When you route the incomng
letter

1-12.

1-13.

1-14.

1-15.

The ship's secretary receives a

| etter addressed to the conmmanding
of ficer (CO recognizing sone of
the COs personnel for their
support. What action(s) should the
ship’'s secretary take?

1. Dictate an answer inmediately
and mail it

2. Prepare an answer in rough
draft

3. Subnit the letter to the
executive Oficer

4, Ml a letter in reply and
inform the executive officer

Learning Qbjective: Describe the
duties involved in handling
correspondence and officer records.

In a broad sense, what does
accountability for correspondence
nmean?

1. Care of all classified matter
Mai nt enance of all
correspondence in central

3. Proper handling of only
Confidential and Secret
corr espondence

4, Physical safeguard of
correspondence in all

files

files

When you take action on original
correspondence and wish to retain
it, what should you do with the
control slip?

1. Attach the control slip to the
original correspondence

2. Make a copy of the control slip
for the central files

3. Return the control slip to
central files with a note that
the original is being held

4. Destroy the control slip

Who nakes sure the ship's central
files are properly nmaintained?

The executive officer
The ship's secretary
The captain’s Yeonman
The file Yeonman

=wn e



1-16.

1-17.

1-18.

1-19.

1- 20.

Supervi sion of the conmmandi ng

of ficer’'s personal correspondence
file is a responsibility of what
person?

Captain’s Yeonan
Ship's secretary
File Yeonman

Executive officer

e

Signatures are required in the
service record for which of the
foll owing reasons?

1. To ensure entries are made by
proper authorities

2. To ensure the records are
mai nt ai ned properly

3. Both 1 and 2 above

4, To ensure the individua
mai ntaining the record is
accountable for errors

Which, if any, of the follow ng
responsibilities does a ship's
secretary have regarding officer
records?

Mai ntai n cust ody
Keep up to date

Both 1 and 2 above
Si gn where indicated

e

Signatures in the service record
are made in tenporary black or
bl ue- bl ack i nk.

1. True
2. Fal se

Way are notices identified by a tab
if they are interfile with
instructions?

1. To show that the cancellation
date of those notices has
passed

2. To facilitate renoval of
notices fromthe file on their

cancel l ati on date
3. Because notices are |ess

authoritative than instructions
4, Because notices are nore
authoritative than instructions

1-21.

1-22.

1-23.

1- 24.

Wo is ultimately responsible for
maki ng the Directives |ssuance
System work on the ship?

Ship's secretary
Captain’s Yeonan
Executive officer
Admi ni strative assistant

W e

The required publication allowances
are listed in which of the
following publications and/or

m crof i che?

Naval Mlitary Personnel WManual
NAVSUP P2002 (nicrofiche)

Both 1 and 2 above

Directives Issuance System

s w e

Learning Qbjective: | dentify
factors that contribute to high
noral e and agencies avail able
within the Navy comunity that
pronote health and welfare

Since every petty officer and chief
petty officer has a duty to work
toward maintaining high norale
anong their personnel, what
practice should each |eader or
supervi sor enpl oy?

1. Avoid counseling about persona

matters
2. Avoid giving guidance in
spiritual matters

3. Provide adequate counseling and
gui dance, but only in nmatters
pertaining to a nenber’s
mlitary duties and obligations

4. Provide counseling to nenbers
who feel a need to discuss with
you any problem that hinders
the operation of your division

Which of the following is an
i ndication of high norale?

Confi dence

Loyal ty
Cooper ati on

Each of the above

s w e



1-25. Which of the following is an
excellent aid to the devel opment of
hi gh noral e?

Recogni ze acconplishnments
Record probl ens

Avoid pointing out errors
Elimnate criticisnms and
recomendati ons on

organi zational weaknesses

A

1- 26. Under whose authority does the
enforcenent of private financial
obligations fall?

Cvil authorities
Comandi ng officer
Comand naster chi ef
Di sbursing officer

P whh e

LT Brush was authorized TEMADD orders

® to the Naval Operational Intelligence
Center, Washington, DC, for 5 days. He
was aut horized $800 advance pay for the
trip. Upon LT Brush’s return from his
TEMADD assignment, he submitted a travel
voucher for the expenses incurred during
the TEMADD assi gnnent. The travel voucher
showed that the expenses incurred were not
equal to or greater than the advance pay
LT Brush had received.

1-27. LT Brush’'s travel voucher indicates
that he is indebted to the
government. Which of the follow ng
instructions pertains to the
Rem ssion of |ndebtedness or Wiiver
of the Government Caim Arising
from Menmbers of the Naval Service?
1.  BUPERSI NST 1430.16
2. BUPERSI NST 1571. 16
3. SECNAVI NST 1741.4
4. SECNAVI NST 7220. 38

1-28. Normal Iy, which of the follow ng
agencies is NOT considered to be
one of the prinmary agencies that
provi des suppl enentary norale
service to mlitary personnel and
their dependents?

Family Service Center
Navy Relief Society
First National Bank
Red Cross

e N

1- 29.

1- 30.

1-31.

1-32.

Which of the followi ng services
is/fare NOT provided by the Navy
Rel i ef Society?

Entertai nnent shows

Visiting nurse program
Prenatal supplies

Financial |oans and grants at
no interest

e

The Navy Wves' Cub of Anerica

provi des college scholarships to
children of enlisted personnel of
which of the follow ng services?

Navy only

Marine Corps only

Coast Quard only

Navy, Marine Corps, and Coast
Guard

e

Learni ng Objective: I dentify
educational prograns available to
the service menber.

Providing financial aid to
personnel who attend educati onal
institutions on a voluntary off-
duty basis is the purpose of which
of the follow ng prograns?

1. Defense Activity for Non-
Tradi tional Educational Support
( DANTES)

2. Program for Afloat College
Educati on (PACE)

3. Tuition Assistance (TA)

4, Instruction Service Program

Comandi ng officers may use the
Instruction Service Program to
provi de education in which of the
followi ng areas?

Academ ¢

Techni cal

Pr of essi onal

Al of the above

e



1- 33.

1- 34.

1- 35.

1- 36.

1-37.

Whi ch of the follow ng goal s CANNOT 1- 38.
be acconplished through Navy

Canpus?

1. Associate’'s degree

2. Carpenter’s apprenticeship

3. Bachelor’s degree

4, Master’s degree

Participating colleges waive 1-39.

residency requirenents and accept
up to 75 percent of degree credit
received through college-approved
nontraditional neans in which of
the follow ng Navy educational

prograns?

1. Navy Canpus

2. Tuition Assistance

3. PACE

4, Instruction Service Program

Which of the follow ng educational
progranms offers on-duty instruction
and devel opnent in English,

readi ng, and mathenmatics?

1. DANTES

2.  PACE

3. Basic Skills Program

4. TA 1- 40.

A person wishing to take the
schol astic aptitude test (SAT)
shoul d apply through which of the
fol l owi ng prograns?

Basic Skills Program
DANTES

PACE

TA

Aowre

VWhat educati onal program provides
sel f-study training packages of
instruction in professional
subj ects?

1. Tuition Assistance Program

. Instructor Service Program

3. Nonresident Training Course
(NRTC) Program

4. National Apprenticeship Program

Most NRTCs are designed to help you
study what type of books?

1. Advancenent handbooks

2. Training manuals ( TRAMANS)

3. Practical advancenent
requirenents

4.  Course planning guides

To make sure you have the | atest
edition of a TRAMAN, you nust
conpare the manual’s NAVEDTRA
nunber to the nunber listed in the
nmost recent edition of what

publi cation?

1. Navy Enlisted Manpower and
Per sonnel Cl assifications and
Qccupational  Standards

2. Bibliography for Advancenent
St udy

3. Li st of Training Manual s and
Correspondence Courses

4, Manual of Advancenent

Learning Objective: Descri be the
Navy advancenent system

naval 1-41.

VWhat official publication should
you consult for specific

i nformati on concerning advancenent
in the Navy?

1.  Navy Enlisted Manpower and
personnel C assifications and
Qccupational  Standards

2. Bibliography for Advancenent
St udy

3. Li st of Training Manual s and
Correspondence Courses

4. Manual of Advancenent

During what month woul d BUPERS
Notice 1418 be published announcing
the January E-7 exam nation?

1. March

2. Septenber
3. Novenber
4. Decenber



1-42.

1-43.

1- 44,

VWat officer certifies that an 1-45.

i ndi vi dual has nmet the
qualifications and is fully
conpetent to perform at the next

hi gher rate?

1. Commandi ng officer

2. Executive officer

3. Division officer

4, Admnistrative officer

For “early” candidates to be

sel ected over “regular” candidates
for advancenment, the early
candidate will normally have to
neet which of the follow ng

requi renents?

1. Achieve a higher final nultiple
score than a regular candi date

2. Have nore tine in type 4 duty
than a regul ar candidate

3. Have a greater anount of tine

in rate (TIR) than a regular 1-46.

candi dat e

4. Have nore passed, but not
advanced (PNA) points than a
regul ar candi date

Wio aut horizes the advancenent of
chief petty officers (CPGCs) after

t hey have been selected by the CPO
sel ection board?

1. Secretary of the Navy 1-47.
2. Chief, Naval Education and

Trai ni ng
3. Chief of Naval Personne

4.  Commanding O ficer, Nava
Education and Training Program
Managerment Support Activity

Wiich of the followi ng petty
officers will nost likely be
advanced?

1. P02 Pistol who hesitates to
nmake decisions and to seek
assignnents of increased
responsibility

2 P01 Door who does not hesitate
to make a decision and to seek
assi gnnents of increased
responsibility

3 P02 Christnas who never nekes a
deci sion w thout consulting
with higher authority and is
content with just qualifying
for advancenent

4 P01 Frost who makes a decision
that he is likely to change
several tinmes and strictly
supervises, requiring his
nmenbers to do all the work

Wiich of the following is NOT a
proper study technique?

1. To study only when you have
not hing else to do
2. To study often for short

peri ods
3. To sunmarize what you have read

4. To ask questions of the |eading
petty officer

Wiich of the follow ng publications
woul d have the least value in
preparing a YN2 for advancenent to
YNL1?

1. Naval MIlitary Personnel Manua
2. Applicabl e TRAMANs
3.  Advancenent Handbook for Petty

Oficers

4. Navy Enlisted Manpower and
Personnel Cassification and
Qccupational Standards



1-48

1-49

1-50

1-51.

1-52.

Wihich of the follow ng publications
lists the mnimum requirenents for
advancenment to YNL1?

1. Navy Enlisted Manpower and
Personnel Cl assifications and
Cccupational Standards

2. Bibliography for Advancenent
St udy

3. Mlitary Requirenents for POl

4. Advancenent Manual for Petty
O ficers

To reflect changes and devel oprments
in the Navy, how is the Navy
Enl i sted Manpower and Personnel

O assifications and Cccupati onal

St andards manual kept up to date?

1. A new nanual is issued each
year

2. Numbered changes to the basic
publication are issued

3. Mjor revisions of the basic
publication are made

4. BUPERS issues annual directives

Wiich of the follow ng publications
identifies the source material on
whi ch you may be tested on a

Navywi dw advancenent examni nation?

1.  Navy Enlisted Manpower and
Personnel C assifications and
Cccupational Standards

2. Basic Mlitary Requirenents

3. Bibliography for Advancenent
St udy

4. Advancenent Manual for Petty
Oficers

How often is the Biliography for
Advancerent Study revised?

Annual |y
Sem annual | 'y

Quarterly
Mont hl'y

e

An asterisk beside a course listed
in the Bibliography for Advancenent
Study indicates what feature about
the course?

It is optional

It is mandatory

It is helpful

It is research material

e

1-53.

1-54.

1-55.

1-56.

When should the Recommendation for
Advancenent in Rate or Change of
Rating (Wrksheet), NAVEDTRA
1430/ 2, be signed?

1. On the day of the exami nation
2. Before the day of the
exami nation
3. Wthin 3 days after the
exam nation
4. Any tine after the exam nation

Learning Objective: Describe
advancenment progranms that do not
require participation in the
Navywi de advancenent exami nation.

In the title, Selective Conversion
and Reenlistment (SCORE) Program
what does the word conversion nean?

1. Precommissioning crews for new
shi ps

2. Conversion crews for ships in
maj or over haul

3. Both 1 and 2 above

4. Change of rating

A SCORE applicant cannot have nore
than how nmany years’ total active
mlitary service in order to

qual i fy?

8 years
10 years
12 years
15 years

pLODOE

RESCORE applicants are initially
brought back on active duty for
what period of enlistnment?

6 years
2 years
3 years
4 years

oo e



1-57.

1-58.

1-59.

1-60.

1-61.

Specific eligibility requirements
and application procedures for the
SCORE and RESCORE Prograns are
established in what publication?

1. Naval Mlitary Personnel Manual

2. Customer Service Manual

3. Career Information Program
Managenent

4, U 'S. Navy Regul ations, 1990

The STAR Programis designed to
provide reenlistnent incentives for
what particular group of naval
enlisted personnel?

1. First term personnel only

2. First and second term personnel

3. Al personnel with less than 10
years’ active duty

4, Al personnel who desire
cross-rate training

Certain career incentives may be

guaranteed under the STAR Program
Whi ch of the followi ng incentives
woul d NOT be guaranteed?

1. Assignnent to a class C school

2. Advancenent to petty officer
second cl ass

3. Assignnent to a class A school

4.  Advancenent to petty officer
first class

In which of the follow ng
publications are the ninimum
standards of qualification for the
STAR Program set forth?

Enlisted Transfer Manual

Naval M litary Personnel Manual
U S. Navy Regul ations, 1990
Career Information Progran
Managenent

el N S

An applicant for the STAR Program
must agree to reenlist or enlist
for what period of tine?

2 or 4 years
2 or 6 years
5 years
4 or 6 years

Hwn e
N
o
=

1-62.

1-63.

1-64.

1-65.

1-66.

The applicant for the STAR Program
nmust not have a record of
conviction by court-martial or

nonj udi ci al puni shment for what
period preceding the date of
application?

1. 12 nonths
2. 18 nonths
3. 24 nonths
4, 36 nonths

Learning Objective: Identify
career opportunities available to
the service menber.

Which of the followi ng programs is
NOT normally considered to be an
enlisted-to-officer progran?

Naval Acadeny

Limted Duty Oficer
Chief Warrant Oficer
Direct procurenent

e

Whi ch of the follow ng
enlisted-to-officer progranms gives
the participant the choice of a
commi ssion in the Navy or Marine
Cor ps?

BOOST

Naval Acadeny

Limted Duty O ficer
Chief Warrant O ficer

N

What are the two NROTC Schol arship
Prograns?

One- Year and Two- Year
Two- Year and Four- Year
Thr ee- Year and Four - Year
Four-Year and G aduate

N

Candi dat es who conpl ete the BOOST
Program can expect to qualify for
whi ch of the follow ng
enlisted-to-officer prograns?

1. Naval Acadeny

2. Naval Reserve Oficer Training
Cor ps

3. Both 1 and 2 above

4, O ficer Candidate School



3-67.

1-68.

1-69.

1-70.

To qualify for officer
school (OCS), an enlisted person
must possess what ninimum |l evel of
education?

1. Associate

2. Baccal aureate
3. Mast er

4, Doctorate

Enli sted personnel
and bel ow designated as officer
candi dates are advanced to which,
if any, of the follow ng paygrades
upon reporting to OCS?

1. E-5

2. E-6

3. E-7

4, None of the above; all enlisted
personnel are designated 1-73.
of ficer candidates in their
present paygrade

Whi ch of the follow ng

enlisted-to-of ficer
an enlisted nenber

prograns offers
a full-tine

opportunity to conplete 1-74.

requirenents for a baccal aureate
degree and to become a commi ssioned
officer?

1. Oficer
School

2. Enlisted Conmi ssioning Program

3. Limted Duty Oficer

4. Chief Wrrant

Candi date Preparatory

Which of the follow ng prograns
is/are considered to be the primary
enlisted-to-officer program
sponsored by the Navy that does not
required a college education?

1. Chief Warrant O ficer and
Limted Duty Oficer

2. OCs
3. NROTC
4. BOOST

candi dat e 1-71.

in paygrade E-4 1-72.

Oficer 1-75.

What is the nost junior petty
officer paygrade that can qualify
for the Chief Warrant Oficer

Pr ogr anf?

1. E-6
2. E7
3. E-8
4. E-9

VWhat is the maxi mum nunber of

years' active duty that an
applicant nmay have served for the
Chief Warrant Oficer Progran®
1. 14 years

2. 16 years

3. 20 years

4, 24 years

The Limted Duty Oficer Program
requires a college education before
conmi ssi oni ng.

1. True
2. Fal se

What is the lowest petty officer
rate that can qualify for the LDO
Pr ogr anf?

1. E-4
2. E-5
3. E-6
4. E-7

What is the mninum nunber of years
of active naval service that an LDO

Program candi date nust have
conpl et ed?

1. 6 years

2. 8 years

3. 10 years

4. 12 years
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